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Department of Public Safety
and Correctional Services Division of Correction

Agency Division
Item
No. Description Retention

1.

2.

3.

4.

5.

EDUCATION (INMATE) AREA;

This series includes all the forms, reports
and other materials regarding prisoner ed-
ucation NOT primarily for the use of the
State Department of Education.

PAYROLL MASTER SHEETS: student copies/
receipts

ASSIGNMENT/REMOVAL REQUESTS:
School requests to assign or remove
students from school programs.

MANDATORY EDUCATION PROGRESS REPORTS:
for parole hearings.

HOUSING LOCATION CARDS or other docu-
ments showing inmates' location

TOOL CONTROL RECORDS

These are documents indicating that
tools that have checked out and
returned.

Retain for one
(1) year, then
destroy.

Retain for one
(1) year, then
destroy.

Retain for three
(3) years, then
destroy.

Destroy when in-
mate leaves
institution.

Retain for one
(1) year, then
destroy.

Schedule Approved by Department,
Agency, or Division Representative

Schedule Authorized by



iNSTRUCTIQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 150-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207t4

AGENCY RECORDS INVENTORY

PACK OF

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

S. UNIT

Education (Inmate)

DEFINITION-RECORD SERIES** °"OU* Or RKCORDS NORMALLY C I L U AND UBKO AS A UNIT FOR

M W H W C I AS W U AS WW1NTIOW AND DISPOSITION PUBM1II

! 4. RECORD SERIES TITLE

Education (Inmate) Payroll Master Sheets

• . RECORD SERIES DESCRIPTION {•"l*rUr OKSCRISB TH« TYPBS OP INrORMATION/DOCUMBNTS/PORMS FOUND
IN THE SERIES. INCLUDE TNB PURPOSE OR FUNCTION OF THE SEP/IEt]

This series includes all the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

PAYROLL MASTER SHEETS: student copies/
receipts

7. RECORD SERIES FORMAT(S)

O LETTER SI2X O MICROFILM

a LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

) • AUDIO TAPE Q VIDEO TAPE

• OTHER(SPECIFY)

•. RECORD SERIES SEQUENCE

O ALPHABXTICAL

O NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

0 OTHER(SPECIFY)

11 ' FILE IS USED

° DAILY Ĵ  WEEKLY O MONTHLY

11. CURRENT LOCATION!S) {BLDO. .FLOOR.ROOM)

IS. ACCESS RESTRICTIONS • YES O NO
(IF VBS, CITB LJM*(S) • RsauuATiON(s)

17. IS AN INDEX SYSTEM USEDT (|p YllilXFLAIN
•RIKFLV AND DBSCRIBB ANY HARDBARK/SOFTWARK)

a YES a NO

^1*. NAME AND TITLE OF PREPARER

PMyles Carpeneto, Director of
Procurement Services

t. VOLUME
• FILE DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMUnt D oTHEmspEcy)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)

fiTmtir ° COMPUTER TAPE! S J
Q OTHPBIRPrrlFVl

12 • FILE BECOMES INACTIVE AFTER
^ _ _ _ D MONTH(S) D YEAR{S)
wiiumu

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tip vcs, SPKCIFV /.acKcr OR OFFICE) '-••
a YES a NO "'

ft, AUDIT REQUIREMENTS

• NONE T1 STATE • FEDERAL ° INDEPENDENT

It. RECOMMENDED RETENTION

Retain for one
(1) year, then
destroy.

20. TELEPHONE NU4ECR

(301) 764-4113

21 . DATE

OGS SSO-4 (REVISED 2/07)



INSTCTJCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS •»0-l )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207*4

AGENCY RECORDS INVENTORY

PACK OF

I. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT

Education (Inmate)

DEFINITION-RECORD SERIES'* QmOU" O r "M-ATW.D RKCORDS NORMALLY PILKD AMD USKD AS A UNIT FOR
nrnwrmmcw A» WKLL AS RKTWNTION AMP DISPOSITION >unMt»« •

4 . RECORD SERIES TITLE

Education (Inmate) Assignment/Removal Requests

«. RECORD SERIES DESCRIPTION (•"l«PI'r « « » ' « ™ « TYPM Or INFORMATION/DOCUMKNTS/FORMS FOUND
IN THE SERIES. INCLUDC THE PURPOSE OR FUNCTION OF THK

This series includes all the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

ASSIGNMENT/REMOVAL REQUESTS;
School requests to assign or remove
students from school programs.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

° LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE Q VIDEO TAPS

• OTHER(SPECIFY)

RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

• CHRONOLOOICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

I. VOLUME

•NUMBKR

• FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE(S)
° crrKEB(sprrinr>

I M . FILE IS USED

ft DAILY O WEEKLY O MONTHLY

>*• FILE BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(8)

13. CURRENT LOCATICN(S) (BLOC..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCS, SPECIFY S.aCNCY OR

a YES • NO

IS. ACCESS RESTRICTIONS • YES ° NO
( IP YKS. CITS LAW(S) * RSOULATI Oft ( S)

14, AUDIT REQUIREMENTS

• NONE K STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt {IF Vm*.KXFUAIN
•RIKFLV AND OKSCRIBM ANY HARDVARK/SOFTWARE)

a YES a NO

It. RECOMMENDED RETENTION

Retain for one
(1) year, then
destroy.

•• NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DCS 330-4 (REVISED 2/07)



INSTRUCT I QMS • - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION 8CHEDUU
(DOS 190*1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207S4

AGENCY RECORDS INVENTORY

PACK 3
DEPARTMENT/AGENCY

Public Safety and
Correctional Services

2. DIVISION

Division of Correction

I. UNIT

Education (Inmate)

DEFINITION-RECORD SERIES-* a"OWI» O r «**-AT«D W«COIIO« NORMALLY F1LKO AND UBKD AS A UNIT FOR
RKFCRKWCTt AS UKU. A9 RTKNTION AND DISPOSITION PUIWIlgl •

4. RECORD SERIES TITLE

Education (Inmate) Mandatory Education Progress Reports

•. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE TKS TYPES OF INPORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OF THE SBP/TKSJ

This series includes al l the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

MANDATORY EDUCATION PROGRESS REPORTS;
for parole hearings >,

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

° LEGAL SIZE • COMPUTER TAPE

° BOUND BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

*. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

D CHRONOLOOICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME

NTJBSBIT

O FILE DRAWER(S)
O MICROFILM REEL(S)
• COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE(S)
O

II. FILE IS USED

D DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

IS. CURRENT LOCATION(S) ( BLDO. .FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l F VCS, CMCIFY S.aCNCY OR OFFICS)
a YES o NO

IS . ACCESS RESTRICTIONS O YES • NO
( I F VKS, C I T S LAW(S) • RSOULATION(S)

l « , AUDIT REQUIREMENTS

O NONE )(.STATE ° FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (IF YBS.EXPLAIN
BRIEFLY AND DESCRIM ANY HARDBARS./SOFTWARE )

O YES O NO

I S . RECOMMENDED RETENTION

Retain for three
(3) years, then
destroy.

t. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

DCS 330-4 (REVISED 2/S7)

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW Oft
REVISED RECORD SERIES. FORWARD
VITH RECORDS RETENTION SCHEDULE
(DOS SIO»I)

I Co:

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207*4

AGENCY RECORDS INVENTORY

1. DCFARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

1. UNIT

Education (Inmate)

DEFINITION-RECORD SERIES-* a " ° " * OW R"LAT«D RKCORDS NORMALLY PILSD AND VSKO AS A UNIT FOR
MWWPtCT AS W U . AS RTKNTtON AMP DUPCtlTIOH y u i t M K t •

4 . RECORD SERIES TITLE

Education (Inmate) Housing Location Cards

I «. RECORD SERIES DESCRIPTION (•"""
rvr «»«'•« S OF" INPORMATION/DOCUMENTS/PORMS POUND

•IN THE SERIES. INCLUDB TMC PURPOSE OR FUNCTION OP THK SBRIES)
This series includes all the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

HOUSING LOCATION CARDS or other docu-
ments showing inmates' l oca t ion

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

• LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES SE

° ALPHABETICAL

° NUftCRICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUOK
O FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

NUMMTR 0 OTHER(SPEC,PY)

10. ANNUM. ACCUMULATION
O FILE DRAVER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE( S )
O

II . FILE IS USED

1^ DAILY O MONTHLY

«*• FILE BECOMES INACTIVE AFTER
• MONTH(S) 0 YEAR(8)

IS. CURRENT LOCATION(S) ( .FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCS, SPCCIPV AOCKCT OR OPPiea)
• YES Q NO

18. ACCESS RESTRICTIONS O YES O NO
(IF YKS, CITS LA«(S) * RSaULATION(s)

I«. AUDIT REQUIREMENTS

o NONE E S T A T E • FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USSDT ( IP VKS.KXPI-AtN
• RIKFLV AKD DKSCRIBJI ANY MARDBARK./SOPTVARK )

Q YES O N O

IS. RECOMMENDED RETENTION

Destroy when in-
mate leaves
institution.

». NAME AND TITLE OF PREPARE*

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

sfilv
DCS 330-4 (REVISED 2/S7)



INSTRUCT IONS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV1SCO RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

^ (DOS 110.1)

'1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207*4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE E or S

J. UNIT

Education (Inmate)

DEFINITION-RECORD SERIES'* °"OUP O r """-ATM RKCORDS NORMALLY FILSD AND USKO AS A UNIT FOR
AS WKLL AS RTKNTION AND DIIPOllTttm »IIIINI1M

I 4. RECORD SERIES TITLE

Education (Inmate) T o o ] Control Records

I •. RECORD SERIES DESCRIPTION l*"IKFI»r M « » H « TM« TVFKS Or INPORMATION/DOCUMKNTS/PORMS FOUND
IN THE SERIES. INCLUOK THB PURPOSE OR FUNCTION OF THK •mm Kg)

This series includes al l the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

TOOL CONTROL RECORDS

These are documents indicating that
tools that have checked out and
returned.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

0. RECORD SERIES SEQUENCE

Q ALPHABETICAL

B NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME

a FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMUKR 0 OTHER(speclrYj

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE(SJ
D

II. FILE IS USED
fLDAILY O MONTHLY

«*• FILE COMES INACTIVE AFTER
• MONTH(S) O YEAR(8)

13. CURRENT LOCATION(S) (BLDG..FLOOR, 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF VTS, SPCCIFV /.OENCV OR

a YES o NO

IS. ACCESS RESTRICTIONS O YES ° NO
(IF VKS, CITK LAW(S) *

l«, AUDIT REQUIREMENTS

O NONE ^ STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|r
•RIKP1.Y AKD DKSCRIBB ANY HAROBARS:/ SOFTWARE)

a YES a NO

10. RS< RETENTION

Retain for one
(1) year, then
destroy.

I*. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DCS 330-4 (REVISED 2/07)


